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Term Advances
• Sent to institutions at the start of each term

• Based on a percentage of previous year’s 
reconciled term amount

• Currently, term advances are set at 95%

• Not all schools are eligible to receive advance
 New to Cal Grant program

 Previously ineligible in prior year

 At-risk schools
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Example: Term Advance

Term Advance Rate: 95%

➢ Spring 2016, City College 
reconciled $150,000

➢ $150,000 x .95 = $142,500

➢ Spring 2017, the Commission 
sends a Term Advance of 
$142,500
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Supplemental Payments
Weekly process:

School’s grant account is reconciled with the accepted 
payment transactions

Result:

If reconciled payments exceed the advance amount, 
supplemental payments are initiated

Example:

➢City College Spring 2017 advance $142,500

➢ City College posted payments total $150,000

➢ Supplemental funds of $7,500 will be sent
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Reporting Payments

1. Directly on the Display Roster 
✓ Convenient

✓ Real-time. No waiting!

✓ Commonly used by smaller schools

2. Upload Grant Roster Data File
✓ Upload large number of students at once

✓ Import/export data using Financial Aid 
Management Systems (FAMS) 

✓ File specifications in WebGrants under “Help”
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Display Roster
• Post payments

• Adjust payments

• Award details

• Student information

• Payment information

• Status messages
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Grant Roster Data File

 Report payments using batch upload process
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Weekly Process

All accepted payments and adjustments are 
processed

Payment status code changed to: 

AP = accepted payment

AA = accepted adjustment

AP and AA codes processed over weekend:

AP to RP = reconciled payment

AA to RA = reconciled adjustment
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Payment Codes
Code Description Resulting Action

Satisfy
Renewal

PD
Reporting a full time payment for an 

eligible student
Eligibility used Y

SC Reporting a School Change
Student will be added to your 

school’s roster
N

NA
Reporting students that are NOT in 

attendance at your school 

Student will be moved to the “Not in 
Attendance” section; 

Letter is generated to student
N

YA
Reverses the NA; Reporting students 
that are in attendance at your school

Moving a student from the “Not in 
Attendance” section to the “Eligible” 

section of the roster
N

IT
Reporting transfer entitlement 

ineligibility; Only visible for BDGI 
schools

Award is withdrawn immediately; 
Letter is generated to student

N
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Code Description Resulting Action
Satisfy 

Renewal

FT Reporting a Full-time payment Eligibility used Y

TT
Reporting a Three-Quarter time 

payment
Eligibility used Y

HT Reporting a Half-time payment Eligibility used Y

LH
Reporting a Less than Half-time 

status, ineligible for payment this 
term

Uses leave eligibility; max 
100% lifetime

Letter is generated to student
Y

LA
Reporting a Leave of Absence,

student may return
Uses leave eligibility; max 

200% lifetime
Y

Adjustment Reason Codes
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Adjustment Reason Codes
Code Description Resulting Action

Satisfy 
Renewal

OF
Recipient is receiving Outside 

Funding (Full-time)
If amount = $0, no eligibility 

used. 
Y

OH
Recipient is receiving Outside 

Funding (Half-time)
If amount = $0, no eligibility 

used.
Y

OT
Recipient is receiving Outside 
Funding (Three-Quarter time)

If amount = $0, no eligibility 
used.

Y

FI
Unable to report payment due to 

incomplete financial aid file 

Award is withdrawn following 
year end reconciliation

Letter is generated to student
N

IG
Ineligible for award due to invalid 

program length

Award is withdrawn 
immediately

Letter is generated to student
N
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Adjustment Reason Codes
Code Description Resulting Action

Satisfy 
Renewal

LD
Ineligible for award due to loan 

default/grant overpayment

Award is withdrawn 
immediately

Letter is generated to student
N

TV
Ineligible for 5th year benefits 
(Teacher Credential Program)

Award is withdrawn 
immediately

Letter is generated to student
N

NP
Not maintaining Satisfactory

Academic Progress (SAP)

Award withdrawn after 3 
consecutive terms

Letter is generated to student
Y

NS
Used to reverse a reported 

payment
No eligibility used N

SR
Reporting last payment for a 

graduating senior

After payment posts, award is 
withdrawn immediately

Letter is generated to student
N
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A Closer Look

Let’s take a closer look at some of the codes 
that cause the most confusion:

 LA = Leave of Absence

 FI = File Incomplete

 IG = Ineligible for Grant
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When Schools should Report 
Leave of Absence

Yes… No…

 Student is on an approved 
leave from school

 When new Cal Grant 
recipient starts  attending 
for WN or SP, and has no 
transaction for FL

 Student does not want to 
receive payment

 If student does not meet 
SAP

 If student has not 
complied with 
verification requests

 Student has no unmet 
need
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File Incomplete

 FI code for File Incomplete is used when

 A student is in attendance at your school but 
missing documentations per payment

 Who should report?

 School 

 Comment: 

 When reporting FI, cannot change to a pay 
code only adjustment code

 Students with FI will be withdrawn at the end 
of year
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Ineligible for Grant

 IG code for Ineligible for Grant is used for
 When a student is in an ineligible program
 Ex: A Cal Grant C recipient who is not enrolled in a 

vocational, occupational, or technical courses but 
instead in general education

 Who should report?
 School

 Comment: this code should only be used for its 
purpose of ineligible programs. Usage of code will 
withdraw a students award.
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Payment, Adjustment
and Refund Policy

 General Rules:

 Student enrollment status is locked in at census for payment 

 Payments should be disbursed based on:
 Enrollment status at census date or its equivalent

 The institution is required to establish and maintain a written 
refund policy that includes the Cal Grant Program. In the case 
of a refund (i.e., if a recipient withdraws, drops out or is 
expelled for a term for which a payment is made), the policy 
should specify how the institution calculates the refund based 
upon the institution’s refund policy and how it determines the 
portion to be returned to the Commission on behalf of the 
State.
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Payment Timeframes

Initial Payment Made… Payment Based On…

Before Census Current Enrollment Status*

At Census Enrollment Status at Census

After Census Enrollment Status at Census

After Census (late add to roster)** Enrollment Status at Time of Disbursement

After Completed Term Enrollment Status at Time of Completed Term

*Adjustment may be needed at census if student enrollment status changed
**Situation occurs due to extenuating circumstance
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 Student may receive payment for any repetition 
of a course as long as it has never been passed

 Once a course is passed, the student may 
receive payment for only one retaking of that 
course

Repeat Courses 
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Accept/Reject

Provides 
confirmation for 
each transaction 
submitted  

Displays Failed 
transactions 



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Monthly Payment Activity

• Reconciled 
Payments (RA)

• Reconciled 
Adjustments (RA)

• Year-To-Date 
activity by term 
and type
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What is Reconciliation?

➢Verification that all Cal Grant 
funds have been disbursed to 
each student in the correct 
amounts

➢Confirmation that all 
payments have been properly 
reported to the Commission
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What is Reconciliation?
CSAC

Financial 
Aid Office

FISCAL 
(Inst. Business Office)

Communication
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Reconciliation Payment Period 

Per the 2017-21 Institutional Participation 
Agreement:

“Institutions are required to reconcile payments 
no later than 60 calendar days after the end of 
the payment period.”

“Reconciliation does not preclude adjustments 
or payments after that date.”
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Reconciliation Timeline

Month Description

August 2017– June 2018 Payment Period

July 2018 – September 2018 Correction period

September 2018 Final Reconciliation

Late September 2018 Invoicing for excess funds

October 2018 Beginning of penalty letters
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4 Steps for Accurate Reconciliation
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Step 1
Account for funds 

received from CSAC
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Account for Funds Received

 Check with Business Office

 Check Monthly Payment 
Activity Report

 If any questions about 
Electronic Funds Transfer 
(EFT), contact the 
Commission
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 Check for reconciled payments or adjustments 
(RP/RA) on a weekly basis

 Deduct all RP/RA from running Cal Grant 
balance

 When all Cal Grant funds are exhausted:

 Supplemental Funds sent automatically via EFT 
or warrant to institution

 Supplemental payments appears on the next 
Monthly Payment Activity Report

Supplemental Payments
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Step 2
Verify Accuracy of 

Disbursement 
Amounts for Each 

Student
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Reconciliation Example

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $5,191

Marcus Allen $4,416

Total $15,573

Payments Reported to CSAC 
For month of February 2017

Payments Disbursed to 
Students
For month of February 2017

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $775

Marcus Allen $4,416

Gene Upshaw $4,416

Total $15,573
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Reconciliation Example

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $5,191

Marcus Allen $4,416

Gene Upshaw $4,416

Total $19,989

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $775

Marcus Allen $4,416

Gene Upshaw $4,416

Total $15,573

Payments Reported to CSAC 
For month of February 2017

Payments Disbursed to Students
For month of February 2017
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Reconciliation Example

Jim Otto $775
Shane Lechler $4,416
Rich Gannon $775
Tim Brown $5,191
Marcus Allen $4,416
Gene Upshaw $4,416

Total $19,989

Jim Otto $775
Shane Lechler $4,416
Rich Gannon $775
Tim Brown $5,191
Marcus Allen $4,416
Gene Upshaw $4,416

Total $19,989

Payments Reported to CSAC 
For month of February 2017

Payments Disbursed to 
Students
For month of February 2017
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Create a Summary Report
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Reconciliation Report 
(Summary)
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Accounting Report
2016-17 Cal Grant B
Spring Disbursements

Tuition & Fees: $30,338

Access: $ 4,069

Total: $34,407

Accounting Report
2016-17 Cal Grant B

Disbursements

Fall: $29,553

Spring: $34,407

Total: $79,433

Accounting Report
2016-17 Cal Grant 

Disbursements

Cal Grant A: $ 6,979

Cal Grant B: $79,443

Total: $86,422
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Create a Detailed Report
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Reconciliation Report (Detail)
Accounting Report

2016-17 Cal Grant B
Spring Disbursements

Pooh, W $388

Lightyear, B $581

McQueen, L $388

White, S $581

Mouse, M $775

Hood, R $388

Smith, J $775

Robin, C $775

POOH

DUCK

HOOD

SMITH

ROBIN

LIGHTYEAR

MCQUEEN

WHITE

MOUSE

WINNIE T.

BUZZ

LIGHTENING

SNOW

MICKEY

DONALD

ROBIN

JOHN

CHRISTOPHER
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Step 3
Ensure Payment and 

Student Statuses 
were Reported 

Correctly
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Ensure Payment & Statuses are 
Reported

 Report changes to Commission

 Adjust payments for attendance status

 Half Time (HT)

 Three Quarter Time (TT)

 Adjust tuition awards for students who 

withdraw from the institution

 Watch for limited eligibility situations
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 Reporting a payment for a student who is not in 
attendance at your school

 Reporting a transaction or making a school 
change for an incorrect award year

 Reporting incorrect dollar amount for part time 
students

Common Reporting Errors
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Step 4
Ensure That 

Remaining Funds are 
Returned to 
Commission
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 September following the award year

 All roster payment adjustments and corrections should 
be done prior to September Year-End Deadline

 Excess funds must be returned to the Commission
May not be applied to any other student
May not be carried over to next award year

 Invoices sent to institutions in late September and are 
due within 30 days

 Any dispute regarding invoice will not be reviewed 
until invoice is paid in full

Final Reconciliation
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• Submitted via check made out to the 
California Student Aid Commission

• Include a letter of explanation that contains 
the following information:

 Student Name

 CSAC ID Number

 Term for which funds are bring returned

 Amount

 Contact information

Returning funds for a Closed 
Academic Year



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Best Practices

Do’s
✓Make adjustments in WebGrants

✓Check reports (i.e. MPA, Accept/Reject)

✓Send check within 30 days of invoice date at Year End 
Recon

✓Attach proper documentation with refunds

✓Train new staff

Don’ts
×DON’T send refund checks during open award year

×DON’T forget to reconcile timely

×DON’T pay all students at FT at the beginning of the term
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…my student didn’t 
attend for the term or I 
reported a payment in 
error. How do I back out 
a payment?

Answer:  You use the 
“NS” code with a $0 
adjustment amount

What If…?
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…I want to remove a non-
enrolled student from the 
roster?

Answer: Use the “NA” 
Payment Status code

Comments: This moves the 
student record to the ineligible 
section of the roster

To bring them back on your 
active roster, use “YA”

What If…?
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…my student graduated 
before the first 
disbursement date?

Answer:  Report “SR” 
and $0 payment

Comment:  The student 
will receive a 
withdrawal notification 
for graduating.

What If…?
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…I have a student who 
hasn’t completed verification 
at time of disbursement. 
What do I report in WG? 

Answer:  Report “FI” and 
$0 payment

Comment:  The student will 
receive a notification 
directing them to the 
financial aid office to 
complete necessary 
documents/documentation. 

What If…?
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What If…?

…my student is awarded a 
Cal Grant C but isn’t enrolled 
in a technical/vocational 
program?

Answer: Report “IG” 

Comment: The student’s 
award is withdrawn 
immediately. IG 
should only be used 
for program length 
ineligibility.
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What If..?

…my student has 16.67% 
remaining eligibility and 
is attending half-time for 
the fall. Should I pay the 
remaining eligibility or 
half of the 16.67%?

Answer: You should 
pay the student the 
16.67% remaining 
eligibility as long as 
the T/F does not 
exceed the actual 
tuition assessment. 
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Institutional Support

Phone: 1(888)294-0153

SchoolSupport@csac.ca.gov

www.csac.ca.gov


